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The purchase requisition is the first step in the
procurement process. It defines a need for a material or

service. It has the following characteristics:
* It is an internal document; it 1s not used outside the State.

* It specifies the type of material/service and quantity to be
procured from a vendor.

» When the purchase requisition has been created in
AASIS, the appropriate funds are committed.

 The purchase requisition must be approved in AASIS
before a purchase order can be issued.
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The required fields on the item overview screen of a purchase
requisition include:

* the account assignment category field, except for stocking plants.
* the material field

* the quantity field

* the delivery date field

* the plant field

* the purchasing group field

* the requisitioner field

* the tracking number field

* the purchasing organization field

The required tabs on the detail items tabs of a purchase requisition
include:

* the valuation tab

* the account assignment tab (for every account assignment except
“U” and “blank” for plant’s stock orders).
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By setting default values it will save steps in creating the
purchase requisition.

Fields that remain constant every time a purchase
requisition is created can be set as default values. These
values will automatically populate the fields each time a
purchase requisition is created.
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The copy item feature allows the requisitioner to copy one
line item (item 10) to the next line item (item 20).

For example, your agency is purchasing 12 computers.
They are identical except each computer has a unique asset
number that will need to be entered. Instead of entering all
the same information 12 times on the PR, you can use the
copy feature to save time.
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Change Purch. requisition 1000160136

Docurnent overview on | O % GEH e Personal setting

Release group
Release strateoy

Release Indicator

IEI Texts ~ Release strategy |

RO Requisition
681 Under 1,000

X Blocked

[« ]

Code

Description Stat...

01

Under §1,000

IFrFEIERE R R EEEEE EE R R E R

.| It A

aterial Short text

Guantity| Unit | Matl group

Flant Star. lac.

FGr

Requisnr.

1]

10111678 |PEMCIL#ZWOOD

10 |EA |OFFICE L.

Reference PI...

311

tricia

[ K
J K
K

[ 1 1/ |

Kl
I

To copy a line item, highlight the line and click on the copy item icon.

Revised 8-01-04

AASIS Support Center, Patricia Orr
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Change Purch. requisition 1000160136
Docurnent overview on | O % I-'|£|*| gqa &% Personal setting

5 Teds ' R tatacy | [+]
Iltem 10 was copied to item 20. The system will require you

to enter a valuation price.
To continue the process, just continue to highlight the item and

releaseindcald click on the copy item icon.
Make any required changes to new lines.

S (= [oaz) &R [@aEE] [ S]ca@ala]) ]| 2] ] 6] @@t vales |

Release group
Release strateo

St | tem|A  |Waterial Shart text Guantity| Unit | Watl group  |Plant Star. lac. FGr | Requisnr.
10(k  |10111678 PEMCIL #2 WOoD 10 |EA |OFFICE SLL.. |Reference PI.. 311 |tricia
- § 20(kK [10111678 PEMCIL#2 WOOD 10 |EA |QFFICE SU...|Reference PI.. 31 |tricia E
K [-
[l [ |[«][r]
[ e (20110111678, PENCIL#2,W00D g el
// Waluation k Account assignment k Source of supply k Status k Contact person k Texts k Delivery addr...l M
Valuation price 2.00 usp 41 EA fTotal value! 0.00 usD =
Goods receipt =
[0l E«][+]
@ Enter Valuation price [ |1DD sapedv | INS %

1-32

AASIS Support Center, Patricia Orr
Revised 8-01-04
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Change Purch. requisition 1000160136
) ) (o | o ol o e

Document averview of

IEI Texts ' Rele

s | WHY USE THE LAYOUT SETTINGS
FEATURE?

[« ]

Release Indicator

E = ®|EI§|I NEEEEEREE R EEEEERIERERIE
ltem|A  |Waterial Shart text Guantity| Unit | Watl group  |Plant Star. lac. FGr | Requisnr.
10(k  |10111678 PEMCIL #2 WOoD 10 |EA |OFFICE SLL.. |Reference PI.. 311 |tricia
20(K [10111678 PEMCIL#2 WOOD 10 |EA |QFFICE SU...|Reference PI.. 31 |tricia E
K [-
[l [ |[«][r]

[ e (20110111678, PENCIL#2,W00D g el [ ]
// Waluation k Account assignment k Source of supply k Status k Contact person k Texts k Delivery addr...l EEE
Valuation price 2.00 usp ¢ 1 EA Total value 20,00 UsD =
Goods receipt =

[0l E«][+]

| D [100 2l sapedv NS 2
1-33

AASIS Support Center, Patricia Orr
Revised 8-01-04

You can add or delete a column on the purchase
requisition. For example, the requisitioner might
want to add a total value column to the PR. By
using the Layout Setting feature each time a PR 1s
created, the requisitioner will see the added column.
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Change Purch. requisition 1000160136

Docurnent overview on | O % GEH e Personal setting

IEI Texts ~ Release strategy |

[« ]

Release group RO Reguisition Code |Descriptian Stat..
Release strategy 681 Under 1,000 01 Under $1,000 FAY
Release Indicator X Blocked

—
IFERIEEREREREEIEEREIAERD JiE R

| tem|A  |(Material Shart text Guantity| Unit | atl grofip  |Plant Star. lac. FGr | Requisnr.
10[K  [10111678 |PENCIL#2ZW0O0D 10 [EA [oFFICH8U..|Reference FI.. 311 |tricia
20K (10111678 |PENCIL#2WOO0D 10 [EA [OFFIC SU..|Reference PI.. 31 [ticia [
K | [
I == D]
/=i To add or delete a column, click on the dropdown to the ]
right of the Layout Settings icon. aciar. [ L]
Goods receipt i
| Ea]l]
| D 100 P sapedv NS 7
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Enviranment em Help

pd D@ SHE DDas BE @m
Change Purch. requisition 1000160136

Docurnent overview on | O % GEH e Personal setting

IEI Texts ~ Release strategy |

[« ]

Release group RO Reguisition Code |Descriptian Stat..
Release strategy 681 Under 1,000 01 Under $1,000 FAY
Release Indicator X Blocked

IFrFEIERE R EREEEEE EE R R E R i

ltem|A  |Material Shart text Quantity|Unit|C|Delis  Select Layout... Star. loc.
10[K  [10111678  |PENCIL#2,WOCD 10 [EA [D[1253] Change Layout.. =nce PL...
20|k (10111678 |PENCIL#2 WOOD 10 |[EA (D123 Gave LANout. ence Pl E
K ~
Managp Layouts
LDl [ LD
Itermn [20] 10111678, PEMCIL #2 WO0D
- Waluation k Account assignment E Source of sy ddr...l M
Click on Change Layout.
Waluation price 2.00 usp 41 g y —
Goods receipt =
[0l [«][+]

| D 100 P sapedv NS 7
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AASIS Support Center, Patricia Orr
Revised 8-01-04
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Change Purch. requisition 1000160136

Docurnent overview on | O % I-'|£|*| 54 Personal setting

(- z e

Columns k Sort Order k Filter k Wiew k Display |

[«][»]

1

To add a column
B [~[~]2[3] &l !
[ [ such as Total value,
Columns Column set e ] @il
Column Name Column Name Ig Ig an ) c _IC
Status = Committed Quantty [« | the arrow pointing to
ltern of requisition [+] Committed date [+]
Acct assignment cat. Material category the Ieft i
Material Customer Click the diskette to
Short text Wendor Bng
Quantity requested O 5C vendor save the addltlon'
Unit of measure Spec. stkvaluation
Deliv. date category Total value T |
Delivery date E Currency E 0 rnlove aco Umn,
Material group [+] Vendar Material Mumber [+] h|gh||ght the Column
to be moved and

Lall= ik S

click on the up or
down arrows.

[ T100 PE[7 sapedv [INS

AASIS Support Center, Patricia Orr

Revised 8-01-04
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Change Purch. requisition 1000160136

Docurnent overview on | O % I-'|£|*| 54 Personal setting

(- z e

Columns k Sort Order k Filter k Wiew k Display |

B [2]v|2]¥]

Storage location

Purchasing Group
Requisitioner

Req. Tracking Number
Desired vendor

Fixed vendor

Purch. Qrganization
COutline agreement
Princ.agreement item

I S o [

Columns Column set
Column Name Column Name
Plant Document type

Processing status
Creation indicator
Release indicatar
Release strategy
Created by
Changed on

MPMN material
Plant

Storage Location

[0 T [4][]

Lall= ik S

The column name to
the left are the
columns now
associated with the
requisition. To delete
a column, highlight
the column name and
click on the arrow that
is pointing to the
right.

Click on the diskette
to save the change.

U {100 P2l | sapedv NS 2

AASIS Support Center, Patricia Orr

Revised 8-01-04

1-37

1-37



' An AASIS Training Guide

requisition Edit Goto  Environment  System Help

A0 OO SHE DDND BE @

The Procurement Process-Requisition
through Invoice Verification

Change Purch. requisition 1000160136

Docurnent overview on | O % I-'|£|*| 54 Personal setting

(- I

— . o
Change layout

Save as... k Save with |

AASIS Support Center, Patricia Orr
Revised 8-01-04

Layout “| Layout description Def. setty
DEFAULT Furchase Regquisition lterm Overview ¥4 .
ZDEFAULT  |Purchase Requisition em Overiew 7 In the Save |ayOUt field type
TRICIA Purchase Requisition ltem Cverview ¥4 What you Want the deletion
saved as. Also make sure
that the User-specific and
Default setting boxes are
Save layaut [TRICIA
Mame: FPurchase Requisition Item Overview CheCked
[v] User-specific [v] Default setting C||Ck on the green CheCk.
¥ v R T (m
- d E[«[»]
| D [100 2l sapedv NS 2
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Change Purch. requisition 1000160136
0% @]
| Py

 Savewin |

Save as...

Layout
|1DEFAULT
2DEFAULT
TRICIA

[ 37| Default values I

Save layout

hame: Click Yes to continue.

v 7%

UsD

[«]
r
0 |Plant Star. loc.
...|Reference PI..
.| Reference PL.., [+
[-
[l
its | Deliveryaddr..| [[» ]}
[]
=l

| a5

[> | 100 PEl | sapedw | INS

AASIS Support Center, Patricia Orr

Revised 8-01-04
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Create a Purchase Requisition

with Reference to a Requisition
MESIN

USING THE MENU TREE GO TO
LOGISITICS>MATERIALS
MANAGEMENT>PURCHASING>
PURCHASE REQUISITION>CREATE

1-40

AASIS Support Center, Patricia Orr
Revised 8-01-04
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SAP Easy Access
B 5| @82 v

b [ Favarites
7 {3 5AP menu
b [ Office
b [ Cross-Application Components
= {4 Logistics
=2 {3 Materials Management
= Furchasing
> [ Purchase Order
= {3 Purchase Requisition
2 MES1N - Create
172 MES2ZM - Change
2 MES3N - Display
1) MEMASSRG - Mass Maintenance
> [0 Release
B List Displays
> 3 Follow-0n Functions
[ [ outline Agreement
> (1 RFG/Quotation
[ [ Master Data
> [ Environment
[ 3 Inventary Management
b 3 Logistics Invoice Yerification
> Physical Inventary

[«]
-]

!

Using the Menu Tree:
Logistics>Materials
Management>Purchasing>

Purchase Requisition>
Create

or
Type ME51N in the command
field.

AASIS Support Center, Patricia Orr
Revised 8-01-04
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g 0 3|iB0ee CHE Dhon DR @m
Create Purchase Requisition

| @ Haold | EI FPersonal setting
Reavro BN | U

Header note

Click Document overview on.

[«][»] Continuous-tex|
[EBIREENERR

Item A_I_ Material Short text Guantity| Unit| G| Delivery date [Matl group  |Plant

Reference PI...
Reference PI...
Reference PI...
Reference PI...
Reference PI...
Reference PI...

[ ] [« ][ v ]
: [~
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AASIS Support Center, Patricia Orr
Revised 8-01-04
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& BdHEISE CRE DO BRI QM

Create Purchase Requisition

Docurnent overview off | O & Hold | ga Personal setting

: 21 ||| Reqto PO ] []50urce determination ;
No variant = Ters | =
defined g
ANy
@ l ‘ Header nate
Furchase orders
Requests far quotations \
Contracts i
Scheduling agreements I Click on the Selection variant icon. i
S e S A & |@|@& Choose the document you want to
Burchase requisitions ct. | Itemla f 0 th P h i
T —————— re ergnge (|n IS Cgse urchase =
Purchase orders on hold requisitions) and click to select. i
My purchase requisitions |
| | I I T [
I | L[ ]
Bin] i
Z ’ﬁltem MNewy itern ] alw ?
hd| ER[Y] [ [«

[ [ 510 b sapetr OVR

AASIS Support Center, Patricia Orr
Revised 8-01-04
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@
Purchase requisitions Type in the PR number that you
@-r=t want to reference. L
General selections If you do not know the number =
Mz, no. of hits 5008 m
I you can do a search. Narrow the
[JReleased only search by using fields under
LlAssigned, open, and released Program selection. You can also
Frogtam seleclions search by using the matchcode
Mame of requisitionerregues to search button to the rlght of the
Rt bilenle e | Purchase requisition number
Furchase requisition number 1BBBBBB2BB| ta .
Requirement Tracking Mumber to fleld'
Item number o
posumentipe ® | Once you have typed or chosen |
Furchasing group to .
Furchasing arganization to the PR number |n the Purchase
LY il | requisition field execute to
Mame of processaor to t
Fixed vendor to continue.
Account assignment category to z
Outline aareement number to TS k2
Al [ [l
| D510 M| sapetr OVR 2

1-44
AASIS Support Center, Patricia Orr
Revised 8-01-04
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BdE @@@ BHE D080 EE G

Create Purchase Requisition

ocment e or | |01/ v |
B

WReawr0 @]
E Texts

Any...|

A =NENERIE
Purch.re.I
b [2) 10000009

Header nate

k= REGIERIFRERIEEREEEEIE )

[«][»] Continuous-tex.. &

| tem|A |l Material Shart text Guantity| Unit| | Delivery date |k

c
p

T T . 7]
I

ighlight the Purchase requisition number and
lick on the adopt icon (the two pieces of
aper.

b=
[«[¥]

LD

ey iterm

AASIS Support Center, Patricia Orr
Revised 8-01-04

1-45

1-45



' An AASIS Training Guide

B dH @@ CEHE Y00 ER @@

The Procurement Process-Requisition
through Invoice Verification

Document averview &

2|08 )|E == »

Furch.req.iReq. iterm
> [2 1000000263

Create Purchase Requisition

0 @ | b & B & rersonalseting.

off button.

At this point, click the Document overview

ol

date

b= i

10100221 Animal Bed

05/20/2004

[10]10100221 , Animal Bed

Material data r Quantitiesidates/' Waluation

Waluation price
Goods receipt

r Account assignment

- Source of suppl

EA

Total value 0.00

| — R

I° Enter valuation price

AASIS Support Center, Patricia Orr
Revised 8-01-04
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eguisition  Edit Goto  Environment

@ BdH @@ EHE ST an HER @0
Create Purchase Requisition

Docurnent overview on | O ﬂ| gal &% Personal setting

[«][»] Continuous-tex.. &

1[«[»]

IFFRIERE R R ERERIE ER R R R R

tem|A |1 Material “ Short text Guantity| Unit| G| Delivery date [Matl group  |Plant Star. |
- § 10|k 10100221 Animal Bed 20 (EA |D|0D5/20i2004  |FURNITUR...|Reference PI... [
Reference Pl... [+ |
Reference PI... E
1[0 [ |[«][+]

Item [10]10100221 , Animal Bed T E|E|

Material data k Quantitiesidates ~ Valuation E

Account agsignment E Source of supply E Status E Coma...h.l'l’

Valuatian price 5.00] s 41 . .
Ecoomeent A valuation price must be entered.

Irvoice receipt Hlt enter
[] 3R non-waluated

K1/l

[0l E«][+]
| D 510 P sapetr | OVR 7
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AASIS Support Center, Patricia Orr
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B dH @@ CEHE Y00 ER @@

Create Purchase Requisition

| IE‘ Haold | rﬁ EI FPersonal setting

) Texts ~ Release strategy
Release group m r{ YOU can make changes to all fields that are not

Release strategy o1 u grayed Out.
Click the check icon to check your requisition.

Release Indicator Bl

m $|Q ||-@QI|3 Qlﬁ|al | | Defaultvalues

Material Short text Guantity| Unit| G| Delivery date [Matl group  |Plant

10100221 |Animal Bed 20 |EA 05/2002004 |FURNITUR...|Reference PI...
Reference PI...
Reference PI...

[10710100221 , Animal Bed
Material data rQuantitiesIdates/ Valuation rAccountassignmem . Source of supply

Waluation nrice 5.00 E& Total value 100.00

]I —

AASIS Support Center, Patricia Orr
Revised 8-01-04
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BdE @@ CEHE SD00ER @@

Create Purchase Requisitign

D& vop | B @ persons s

Releas

Releasd

If there are no errors, you will receive a message
= “No messages issued during check”.

EDefault values

Save your requisition.
Plant

05/2002004 |FURNITUR...|Reference PI...
Reference PI...
Reference PI...

10K 10100221 |Animal Bed

[10710100221 , Animal Bed
Material data rQuantitiesIdates/ Valuation rAccountassignmem . Source of supply

Waluation nrice 5.00 E& Total value 100.00

(I3 —
I@ Mo messages issued during check
1-49

AASIS Support Center, Patricia Orr
Revised 8-01-04
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Create Purchase Requisition

| D& o | €8 @ person s

Feabpo —m

Header note

[«][»] Continuous-tex.. @

&)@ ﬂl@ll-ﬁﬁllw B|@a|@a|Ea])| )[R g )| @t vaes |

A

Iaterial Shart text

Guantity| Unit

Delivery date |Matl group  |Plant

Reference PI...

Reference PI...

number

@ Purchase requisition number 1000000314 created

created.

S vewen g aly]

You will receive the message “Purchase requisition ence PI..

ence Pl..
ence Pl..

ence Pl..

[> | 510 PEl | sapetr  OVR

AASIS Support Center, Patricia Orr
Revised 8-01-04
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Change a Purchase Requisition
MES2N

USING THE MENU TREE GO TO
LOGISITICS>MATERIALS
MANAGEMENT>PURCHASING>
PURCHASE REQUISITION>CHANGE

1-51

AASIS Support Center, Patricia Orr
Revised 8-01-04
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BlaH @ ESHE Do ERE @D

SAP Easy Access
BE & A8 2| v

b [ Favarites
= {3 SAP menu
b [ office
b [ Cross-Application Components
= {4 Logistics
=2 {3 Materials Management
= ‘3 Purchasing
> [ Purchase Order
= {3 Purchase Requisition
2 MES1N - Create
1) MES2ZM - Change
2 MES3N - Display
1) MEMASSRG - Mass Maintenance
P [ Release
B [ List Displays
> 3 Follow-0n Functions
[ [ outline Agreement
> [ RFG/Quotation
[ [ Master Data
> [ Environment
b 3 Inventary Management
b 3 Logistics Invoice Yerification
[ 1 Physical Irventary

1[4][»]

[«

| Using the menu tree:

| Logistics>Materials

| Management>Purchasing>
Purchase Requisition>

Change
or

Type MES2N in the
command field.

[ [ 510 b sapetr OVR

AASIS Support Center, Patricia Orr
Revised 8-01-04
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T2 dE eee CEHE HDoD BE @

Change Purch. requisition 1000000315
Docurnent overview on | O % %?| e Personal setting

I = [a]
| Reqto PO ] . . T =
] 7eie 7 resasesid DTING in the purchase requisition that =

needs changes made to it by clicking
S the Other requisition icon.
Release strategy T OTTOET T, OO T [oTTOET T, 00T TS ]
Release Indicator X Blocked

=R ERREEER R EE R ERI IR R
1. | ftem(A |l Material “ Short text Guantity| Unit| G| Delivery date [Matl group  |Plant Star. |
10K 10100221 Animal Bed 20 |EA |D|0&/27r2004 |FURMITUR.. |Reference PI... [
Reference FI... [4
Reference PI... [+
(D]l [ [«

Item [10]10100221 , Animal Bed T BE

Material data Quantities/dates ' Valuation Account assignment Source of supply Status Conta... .
I

an

Waluation nrice ho. oo Ush o Nl E& Total value 200.00 UsD
E«][+]

[0l
| D 510 P sapetr | OVR 7
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AASIS Support Center, Patricia Orr
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ald B Ce@ SHEB DDLOIEE
Change Purch. requisition 1000000315

Oscumert oenewon | 1 9 | 8 B8 6 personal seing|
168008A315 (o)

Description
Under §1,000

= ||| | QI@ QIE Qlﬁ|al|| | Defaultvalues

C|Delivery date |Matl group  |Plant
D|08/27/2004 |[FURNITUR...|Reference PI..
Reference PI...

Type in the requisition number to Reference PI._
change and click on the Other
document button.

Source of supply Status

10.08 Total valug 200.00

Yaluation nrice

]I —

AASIS Support Center, Patricia Orr
Revised 8-01-04

[> | 510 PEl | sapetr  OVR
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CHE

]I —

Display Purch. requisition 1000000315
|D4p |

(elele el eReh R

) Texts  Release stratefuy

Release group RY Requisition Code |Description

Stat...

Release strategy B Under 1,000 01 Under §1,000

| If all of the fields are grayed out, it is in
display mode. Click the display/change
icon to switch it to the change mode.

§=| @D efault values I

ery date |Matl group

Plant Star. loc.

712004

FURNITUR...

Reference PI...

[10]110100221 , Animal Bed
Material data rQuantitiesIdates/ Yaluation

r Account assignment

. Source of supply

Waluation nrice 10.680 Ush ol E& Total value

200.00

[> | 510 PEl | sapetr  OVR

AASIS Support Center, Patricia Orr

Revised 8-01-04
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equisiion  Edit Goto il nt Systern Help

pd D@ SHE DDas BE @m
Change Purch. requisition 1000000315

Docurnent overview on | O % I-'|£|*| 54 Personal setting

m Reqto PO E 10060008315 [ Source determination ;
E Texts k Release strategy | M
Any... || Text can be typed here
Header nate o
[«][»] Continuous-tex.. &
= es |
EE Stor. | [
You can change any of the fields that are not grayed out. P .
On the header tabs, you can change the text. ™
B [<]0v]
Item [10710100221 , Animal Bed b} Alv
Material data k Quantities/dates ' valuation k Account assignment k Source of supply k Status k Coma...lhmz
Waluation nrice 10.08 usb £ 1 E& Total value 200.00 UsD ?
[0l E«][+]
| D510 M| sapetr OVR 2
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AASIS Support Center, Patricia Orr
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Change Purch. requisition 1000000315
| Documentaverdewon | (192 5 | g8 8@ Personal seing|

Material Guantity| Unit| G| Delivery date [Matl group  |Plant

10100221 |Animal Bed 20 |EA 05/2712004 |FURNITUR...|Reference PI...
Reference PI...
Reference PI...

IR (101 10100221 mnimaiBed & [l sl ]l

[10710100221 , Animal Bed ]

! In the line item section you can change and account assignment,
material, quantity and delivery date. Scroll over.

1-57
AASIS Support Center, Patricia Orr
Revised 8-01-04
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Change Purch. requisition 1000000315
0% @]

.| tem|Plant Star. loc. | PGr . |Tracking... |Desvendar FOrg [Agreement Iterm|Info rec
10|Reference PI... Coo|trisha PHORR 0610
Reference PI... Coo|trisha PHORR
Reference PI... CO0|trisha PHORR

K1 O —|

- EIQII- Iﬁ- $|QI | @D sfault values I

[10]10100221  Animal Bed

vauatis] Changes can be made to the purchasing group,

Gﬂﬂd requisitioner, tracking number and the purchasing
v v . .
ora| OFganization.

[> | 510 PEl | sapetr  OVR
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Change Purch. requisition 1000000315

oceumertovemvewon | 0 ) @ | g8 B @ persona seing.
=)
n
= O T T R 1

# AEEEUT FEE T |7 ettie | contaetpermen <D I

Waluation

Valuation price hB.BB Total value

Goods receipt
Invoice receipt
[ | GR non-valuated

Some of the tabs you can make changes to are,
the valuation, account assignment and delivery

address.
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Burchase requisition  Edit Goto  Enwironment  System Help

pd D@ SHE DDas BE @m
Change Purch. requisition 1000160136

Docurnent overview on | O % I-'|£|*| 54 Personal setting

I[«]l>]

[ Req to PO = 1000160136 | s determination =

E Tents

Release grou

rekasestiatt | INKING EXTERNAL DOCUMENTS

Release Indic

= IMERIBREEFREREEIREFEERER IR REETT

St | tem|A  |Waterial Shart text Guantity| Unit | Watl group  |Plant Star. lac. FGr Requisnr.[
10(kK  [10111678 PEMCIL#2 WOOD 10 |EA |QFFICE SU...|Reference PI.. 31 |tricia
= [4
[+
(D]l [ [«

(1] itern [10]10111678, PENCIL#2,WO0D gl |alw

// Waluation k Account assignment k Source of supply k Status k Contact person " Texts k Deliveryaddr...l M

an

[tam tets aAny [ PENCTI #2 wnnn
[l E[«[»]
| D [100 2l sapedv NS 2
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Linking external documents allows the requisitioner to
attach documents (such as word documents) to the
purchase requisition.
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ra_mwwﬂ_‘_@_
W Services for Objects (links)
Zoemewon | 0 | Click on the Services for Objects
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to attach a document. O
| Reqto PO T 1a8d B
E Texts = Release strategy | m
Release graup RO Reguisition Code |Description Stat...
Release strategy 01 Under $1,000 01 Under §1,000 A
Release Indicator X Blocked
IFEFEIERBE R R ERERIE EE R R E R =T
ltem|A  |Waterial Shart text Guantity| Unit | Watl group  |Plant Star. lac. FGr | Requisnr.
10(kK  [10111678 PEMCIL#2 WOOD 10 |EA |QFFICE SU...|Reference PI.. 31 |tricia
= [4
[+
(D]l [ [«
(1] itern [10110111678 , PENCIL #2000 gl |alw
// Waluation k Account assignment E Source of supply k Status k Contact person " Texts k Deliveryaddr...l M_

aAny [ PENCTI #2 wnnn

]

[tam tets

[0l

[ [ 100 P sapedv INS
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Change Purch. requisition 1000160136
| Documentaverdewon | (192 5 | g8 8@ Personal seing|

R

S Do [ e = | B
REfgase group eqUIsmon Code |[Description Stat...
Relpase strategy 01 Under $1,000 01 |Under$1,DDD A

Click on the Create

B |Con_ | QI@ QIE Q-| @D efault values I
Quantiwﬁ Matl group  |Plant Star. lac. FGr Requisnr.i
o oo oS WooD 10 |EA |OFFICE SU... |Reference PI... 31 |tricia
| E
[-
K[| e [« ]
b= [10710111678, PENCIL3#2W00D ] -

// Waluation rAccountassignment r Source of supply r Status Contact person Texts Delivery addr... 0

0 I I[«0v]

I tern tets larny [ PFNCTI #7 wnnn
o]l W]

[> | 100 PEl | sapedw | INS
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[@a] Change Purch. requisition 1000160136

Document overview an | @.. | E. EI FPersonal setting

Create Attachment

Create note

Create external document (URL)
Store business document
Enter Bar Code

m| QI@ Q_UEQ- Default values I

Matenal Shorﬂext Guantity| Unit | Watl group  |Plant Star. lac. FGr | Requisnr.
10111678 |PENCIL#2WOO0D 10 |[EA |OFFICE SU...|Reference PI... 311 |tricia

[

[10]10111678 , PEMCIL #2 WO0D

// Waluation rAccountassignment r80urce of supply rStatus - Contact person

I tern tets larny [ PFNCTI #7 wnnn

[le]l

[> | 100 PEl | sapedw | INS
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Edit

Goto  Environment

QI H @@ O ME ST
|E
Change Purc| Lok jri %pnorr$on'Ls2b'[F:]

eguisition

Using the dropdown,

Diocument overview on | [ mDesktop q
gim} ) My Documents choose the drive where the
S5E = My C b . . .
T cuisitioj I Q-ég,;“l‘fp“pj'm file to import is located.
k= Oz | 1|52 | == %ﬁﬂ = Local Disk [C:]
neer| H ]
RElease graup 1My Do o 3
Rel - %Userdriveon Led' ()]
EIEREISE S A | | % Azc_userdrive on 'Ls3b' (K]
Fi by Metwork Places
Release Indicator M s
Files of type: Al Files [*.%] 2
IFEFEIERBE R R ERERIE EE R R E R =T
ltem|A  |Waterial Shart text Guantity| Unit | Watl group  |Plant Star. lac. FGr | Requisnr.
10(kK  [10111678 PEMCIL#2 WOOD 10 |EA |QFFICE SU...|Reference PI.. 31 |tricia
= [4
[+
(D]l [ [«

Item [10]10111678 , PENCIL#2 WOOD ] BE

// Waluation k Account assignment E Source of supply k Status k Contact person " Texts k Deliveryaddr...l M

an

[1tem texts aAny_ [ PENCTI #2 wnnn

[0l E«][+]
| D 100 P sapedv NS 7
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|2| Change Purcl
g Look jr: % prormd on 'Ls2b' [F2)

B4

Document overview on | L |_ M - 101 In Class Data '@

[:I Asset Management 101
L] 0 [:l Asset Management 102
k=
DQ @ ﬁ| et [:I Asset Management Cert, Exercises
-@- [:I Entetprise 4501
[:l My Docurnents

RETEasE group
Release strategy ‘| |

Open the folder where
the file is located.

The Procurement Process-Requisition
through Invoice Verification

I[«]l>]

Release Indicator s e

Files of type: Al Files [%%)

B

==

IFERIEE R EREEIE ER EE ERIG I R T e

ltem|A  |Waterial Shart text Guantity| Unit | Watl group  |Plant Star. lac. FGr | Requisnr.
10(kK  [10111678 PEMCIL#2 WOOD 10 |EA |QFFICE SU...|Reference PI.. 31 |tricia
= [4
[+
K[| |[«][+]
Item [10]10111678 , PENCIL#2 WOOD ] BE
" Texts k Deliveryaddr...l M

// Waluation k Account assignment E Source of supply k Status k Contact person

an

[1tem texts aAny_ [ PENCTI #2 wnnn

]

[0l

[ [ 100 P sapedv INS

AASIS Support Center, Patricia Orr
Revised 8-01-04

1-65

1-65



The Procurement Process-Requisition
through Invoice Verification

An AASIS Training Guide

Change Purc!

Document overview an | [

Laook jr: ‘23 &M - 101 In Class Data

3 (e}

AML01-CERT.Ex. 3-CREATE A SUB-NUMEER-DATA :

= balo 2@

REEase group

Release strategy

AM101-CERT.Ex.4-RETIRE &M ASSET
Certification Exercises
Transactional Data

Double click on the file
to attach.

File name:

Release Indicator

Files of type: Al Files [%%)

B

=

Item
// Waluation k Account assignment E Source of supply k Status k Contact person

[10]10111678 , PEMCIL #2 WO0D

IFERIEE R EREEIE ER EE ERIG I R T e
ltem|A  |Waterial Shart text Guantity| Unit | Watl group  |Plant Star. lac. FGr | Requisnr. [
10(k (10111678 |PENCIL#2 WOOD 10 |[EA |OFFICE SU...|Reference PI.. 311 |tricia
= E
[+
(D]l [«
2 [al>]
Teuts k Deliveny addr...l M

an

]

AR

" PENCTI #2 wnnn

[1tem texts

[ [ 100 P sapedv INS
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Change Purch. requisition 1000160136

oscmentovemwon | 0 9 & | & B @ personsi et

[+]
R
= [~]
EN el P R B [ E) (e s
Refease group eqUIsmon Code |[Description Stat...
Release $irategy 01 Under $1,000 01 |Under$1,DDD A
Click on the attachment
| IlSt Icon. @D efault values I
Gluantity UnitIMatI group  |Plant Star. lac. FGr | Requisnr.
10[K 10111678 |PENCIL#ZW00D 10 [BA [Unit of measure] REference PI.. 311 |tricia
| E
| £
K[| e [« ]
b= [10]110111678 , PEMCIL#2 WOOD i) Fs
// Waluation r Account assignment r Source of supply r Status Contact person Texts Delivery addr... e
[]
I tern tets larny [ PFNCTI #7 wnnn [~]
D]

W
[> | 100 PEl | sapedw | INS
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Change Purch. requisition 1000160136
Docurnent overview on | O % GEH e Personal setting

m 'hEE:E! requi:;:itnlllllill:i milEEEY " ?
E =
R EELENE EERE R R E ER R
AttachrmentFor 0001601 36
Title Creatar Name Craated On ~|
Am101-CERTEX. 3-CREATE A SUB-... |Patricia M. Orr 1210812003
@ AM101-CERT.EX.3-CREATE A SUB-... |Patricia M. Orr
IE efault valuess |
FGr | Requisnr.
311 |tricia
. . . [«
This screen will show a list of the G
attachments associated with this L on
E requisition.
ey addr...l M:
Kl D
[ ¥ R sapedy | NS /;/
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Document overview an

| O||=

| 4o [E Fersonal setting

& 1006160136

[]gource determination

EIEERIEEE

|$|q[| |‘Q|@Q|ﬁ|a||-|||%|@||ﬁDefaultvalues

St | tem|A  |Waterial Shorﬂext\ Guantity| Unit Total value | C | Delivery date |Matl group  |Pland
30K [10116622 |PEMS ROLLERBALLFIN... 10 [EA 20.00 |D[12/31/2003  |OFFICE SU...|Refe|[«]
400k 10116622 FEMNS,ROLLERBALLFIM... 10 |EA 20,00 |D|12/31/2003 |OFFICE SU...|Refe IE‘
10K [10111678  |PENCIL 32 WpPOD 10 [EA 20.00 |D|12/31/2003 |OFFICE SU.. |[Refe|[ |
200K [10111678  |PEMCIL#2WpPOD 10 [EA 20.00 |D|12/31/2003 |OFFICE SU...|Refe

K
K
14

| T3] tern

By highlighting the Total value column and clicking the
aggregation (total) icon, the system will total that particular
column for you.

LbE
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Change Purch. requisition 1000160136
0% @]

Reqto PO & 1006160136 ]

el YA

B[ | 2]@ 5[@]% ][] [B] 2] 0] @uvie |

St | tem|A  |Waterial Shart text Guantity| Unit |z Total val.| G| Delivery date |Matl group  |Plant
30k [10116622 FEMS ROLLERBALLFIM... 10 [EA 20,00 |D|12i3152003 |OFFICE SU...|Reference PI...
400k 10116622 FEMNS,ROLLERBALLFIM... 10 |EA 20,00 |D)12/3152003 |OFFICE SU...|Reference PI...
When you scroll down, you see the total of the
Purchase Requisition.
| | | [ 1 [ | |
= 80.00
[l s [

[> | 100 PEl | sapedw | INS
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Change Purch. requisition 1000160136

oscmentovemwon | 0 9 & | & B @ personsi et

P || D efault values I

Material Shart text Unit|z Total val.| G| Delivery date |Matl group  |Plant

10111678 |PENCIL#2WOO0D EA 20.00 |D|12/31/2003 |OFFICE 5U...|Reference PI...
10111678 FEMCIL #2 WOoD EA 20.00 123142003 |OFFICE SU...|Reference PI...
10116622 |PENS,ROLLERBALLEIM... EA 20.00 |D|12/31/2003 |OFFICE 5U...|Reference PI...
10116622 |PENS,ROLLERBALLEIM... EA 20.00 |D|12/31/2003 |OFFICE 5U...|Reference PI...

To see a subtotal, for example by material, highlight
the Material column and click on the subtotal icon.
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B dH @@ CEHE Y00 ER @@

Change Purch. requisition 1000160136
0% @]
]

EIEFIEEN:]

I !ﬁl || Default values I

aterial Short text Unit Total value

c

Delivery date

Matl group

Plani

o]

12/31/2003

OFFICE SU...

Refe

A
Ko |10111678  |PEMCIL#2WOO0D EA 20.00
Ko |10111678  |PEMCIL#2WOO0D EA 20.00

[u]

1213172003

OFFICE 8L

Refe

10111678 &L 40.00

10116622 |PEMS,ROLLERBALLFIR... EA 20.00

12/31/2003

OFFICE SU...

Refe

10116622 |PEMS,ROLLERBALLFIR... EA 20.00

12/31/2003

OFFICE SU...

Refe

10116622 1L 40.00

Now you can see subtotals by material.

If you scroll down the total is at the bottom.
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Change Purch. requisition 1000160136

osamenomon | O 9@

Regto PO & 1006160136 (|
HEEIE ERIERETE (B B R ERIGE R ERETTET
ltem|A  |Waterial Shart text antity| Unit |z Total value | C | Delivery date |Matl group  |Pland
30|k (10116622 |PENS ROLLERBALLFIM... 10 |EA 20.00 |D|12r3172003  |QFFICE SU...|Refe |z|
400k 10116622 FEMNS,ROLLERBALLFIM... 10 |EA 20,00 (D|12/31/2003 |OFFICE SU...|Refe IE‘
10116622 LY . 40.00
10(k (10111678 |PENCIL#2 WOOD 10 |EA 20.00 |D|12r3172003  |QFFICE SU...|Refe
20|k (10111678 |PENCIL#2 WOOD 10 |EA 20.00 |D|12r3172003  |QFFICE SU...|Refe
10111678 LY . 40.00
14
K
K
K
K
% To print a requisition click on the print icon. B
K &l
K [l

[> | 100 PEl | sapedw | INS
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Change Purch. requisition 1000160136
0% @]

Mumber of pages

@ Print all
I Print fram page

X_PAFER

| povenss % B

Find your output device (printer) and green check.
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Approve a Purchase Requisition
MES4N

USING THE MENU TREE GO TO
LOGISITICS>MATERIALS
MANAGEMENT>PURCHASING>
PURCHASE
REQUISITION>RELEASE>INDIVIDUAL
RELEASE
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EBE & EB 2| - -

Menu  Edit  Faw 21T
& || mesian Bl H @t SHE oDhon BE @D =
SAP Easy Access

MESZ - Materials Management -= Purchasing -= Purchase R
MEZ1M - Purchasing -= Purchase Order -= Create -= Vendo
ME41 - Purchasing -= RFQIGuotation -= Request for Quaotati

= {23 SAP menu

b [ office
D[ Cross-Application Components
= ‘3 Logistics
=2 {3 Materials Management
=2 {4 Purchasing
> [ Purchase Orde

2 MES1M - Create
17 MES2ZM - Change
172 MES3M - Display
2 MEMASSRA - Mass Maintenance
< {3 Release
1) MES4M - Individual Release
) MESS - Collective Release
1) MESF - Release Reminder
[ [0 List Displays
> [ Follow-0n Functions
[ [ outline Agreement

] [

Using the Menu Tree:
Logistics>Materials Management>
Purchasing>Purchase Requisition>
Release>Individual Release

or
type MES54N in the command
field.
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Docurnent overview on | | & Personal setting

) Texts ~ Release strategy

Release group RO Reguisition Description
Release strategy 01 Under $1,000 Under §1,000

Release Indicator X Blocked

» meena |sonea | Click on the Rel button to release
foniere PENCILFZWO0 (gpprove) the requisition.

10111678 PEMCIL #2 Wo0
10116622 FENS,ROLLERB

[

[10]10111678 , PEMCIL #2 WO0D

Material data rQuantitiesfdates r\faluation rAccountassignmem - Source of supply | Contac...

Created by Patricia M. Orr Changed on 12/04/2003
]I -

I [> | 100 PEl | sapedw | INS
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Release Purch. reguisition 1000160136

Docurnent overview on | b7 I-'ﬁ*| ga Personal setting

[wr] Req to PO & 1000160136 =
E Texts = Release strategy | m
Release group Ril Requisition Code |Description Stat..|Rel...
Release strategy 01 Under $1,000 01 Under §1,000 W | @
Release Indicatar 2  RFQpurchase order
[EE]
k=] IERIRE
st.| emla |mater] A message will appear at the bottom of the screen: ui[
10K [10111 . a
o Release effected with release code 01. (e
a|k_[10118 Click save to save your release. a |[pd
(]| [»]
Item [10]1017TTETE, FEMNCICFZ WooD = alw
Material data k Guantitiesidates k Yaluation k Account assignment k Source of supply k Status Contac...“. EEE_
Created by Patricia M. Qrr Changed on 12/05/2003 (]
[0l E«][+]
@ Release effected with release code 01 [ |1DD sapedv | INS %
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